marta

APPLICATION FOR RECORDS DISPOSITION STANDARD

f . Ca

INSTRUCTIONS: Prepare in duplicate and forward t6 the Becords Management Analyst, Management §vstems Division

3

Nept., Division, Subdivision & Administering Oftice Address ' Fbﬂ RECORDS MANAGEMENT DIVISION USE
* ' Date Received  Application No. Date Completed

Department of Finance and Administration : : .
Division of Administrative Services + | SEP 151977 77"“ 2.76 SEP 21 1977

Suite 2200, Peachtree Summit T. Application -Da-Tc | 2. Dept. Application No.
8-2-77
4, Person to Contact 5. Working Title ' 6. Telephone Number
Mildred Merritt ' Records Clerk 586-5081
:—'I%;\;clion Requested - T 7
a. Wg Establish Retention Schedule; record will continue to accumulate,
b. [ Dispose of present accumulation; na ffurther accumulation anticipated,
c. [0 Amend Application No. Check One: [0 Change; [J Supercede; O void
8. Dates of Series 9. Records Series Title ffollowed by title used in office; if different)
Earliest Latest . . . "
5-74 to present| Travel Requisitions f./&
10. Division and Office Function What i;-the function of the Division and the Office in whichmt_his record series is created?

i

The Division of Administrative Services is responsible for providing office
and specified supportive services to Authority Staff. These services |
include the acquisition, management and maintenance of office and storage
space, maintenance, and storage of office supplies, provision of centra-
lized telephone, printing, mail and messenger services;Administration and
management of central office motor pool, preparations for meeting; and the
provision of a travel reservationist,

1

. Record Series Description This file contains the following documents {include form numbers and titles, if any):
Attach samples of the file,

Documents relating to:

‘Establishing procedures to properly issue employee travel and cash requisitior
tncluded are:

Processed travel arrangements, hotel reservations,cash advance, and rental
car. | o

File is arranged:
By vendor,by day
I - ]

12. Monthly Reference Rate How often are records re?erred to which are:
Onf tq six _Lnon;bs old _ﬁ,i.,i,jjﬂ - ;_v_;S‘ev!en '1:; tv‘vel.ve n}om'_hfold . ;Thirteen to twenty-four months old e
twenty-five months and otdei 7 - L " ° 4 -7 '« phE e ¥ ' :
13. Annual Rate of Accumulation of Records ‘ . T . N y \\‘\- =

Lettér-size drawers —_1 - — Legal-size drawers e ;Shelves ____________; Other (specify) — —

3012 (3/76)




YES | NO | 14. Questionnaire {Place an 'X" m_Lhe proper column} L 4 |
X = a. Is this the official copy of the series? ;
If not, where is it? : g
[ X bh. Does the series ct;ﬁl!éi;\‘aiigential in-[orp'tation ;'requiring security har}ﬁ!ing? If yes, ci‘t;.law or regul?tidn. o ST
- ! , § i
B R A Ty T T T
o Does ihit series have histarieal o long termoeseorch vatoe? ) '
X ¢ When aiie o iwo dociment s e ke make f nevessa y 1o keep the entoe bl b a loig penod, coukld these documents He
el scheguilvlij ;gparate!v? L __
f. s the information contained in this series ever published? If yes, attach copy.
= Tt T her e 4 o
) g. s the information contained in this series ever analyzed and/or recorded in a summarized report?
X 1f yes, attach copy.
h. Is th—e_re a duplication of this series in your office, or in anoth;rT)'ffice or agency?
X 1f ves, whare? C&P
"L I this series for a major pogtion of it regular;n-iicrofilmed?
X ). Does the record seri;a_s result in a computer prinfout? T 7
5. Retentio—nﬂﬂequir-e?n—é;s N N ' _ﬁ;e-f'c;ﬁnwing requires the;ﬁes to be kept: -
a. State Law —_—— . years. d. Audit period years.
b. Statute of limitation e years. a. Administrative heed years.
c. Federsal law years. . f.  Federal retention instructions P years.,
Artach copy or excert of laws or regulanions. Explain administrative need.
—.1?5.’ Approved Disposition Instructions This agency recom“r;ends that the file serigs be cut off at 1the end r;;;!: T
then,

E Destroy.

EJ Hold in the current files area
19 Transfer to local holding area; hold w_—_ ___ yaarls); then
E Transfer to '

Mcaiendar Year: [J Fiscal Year; [ Other ) -

monthls) ____1_ yvear(s); then

. Records Center; hotd _L " year{s); then

4

[0 Transter to State Archives for permanent retention.
{1 Other (Specity)

These instructions apply to all prior and future accumulations of the series. : ,

{Indicate briefiy rationale for recommendations above/or write additional remarks):

A'ppr-o-;.ed -

17. APPROVALS

1

{
7
/

Date

ad _ Department of Archives and History N
Corstl Narb— 9-21-1 7

Diate

Approved  Rec SW;”;“ - “"7~'“‘ﬁ*‘*{ Approved  MARTA Management Advisory Committes
J K] e W 7474 | .




